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How to put search criteriain areport

* Each report needs to state the search criteria used to pull the report. It isrecorded at the end of the
report. It doesn’t matter if the report was made for your own use or one that will be used by the agency.
Thelack of search criteriawill hinder a user’ s ability to verify what the report datais and create research
problems.

Step 1: Open areport that has already been run. Adding Search Criteriais something you will
do before you start formatting the report and after you have entered your data elements.

Step 2:
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2. On the Pull down menus, go to Report, then Headers and Footers, <click> on Report Footer.
Note: The difference between Report Footer and Page footer is that a Report Footer will only

show up on the last page of the report while a Page Footer will be at the bottom of every single
page. In this case you only need the information to show up once at the end of the report.
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Step 3:
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3. Scroll down to the report bottom. <click> around until the Report footer section

appears which isalightly dotted box with report footer written in the lower right hand
corner.

Y ou can also set up the report to show you section boundaries continuously. Go to
Report and <click> on Section Boundaries. Thisisvery useful to have on when you're
adesigning areport just remember to turn it off when you want to send the report to
someone else.
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Step 4:

% BrioQuery - 34dtr by [_T=2[=]

%] File Edit View Insert Format Report Tools 'Window Help =121 x|
“TimesNewRDman jlﬁ jA & E|£'g'é'J?‘="§'T}|'|E‘QZDDm '|
| D@ HE|& 6% om0 -|E T ¢ FPoss - § e o 6@

B LU=

Sort Expression Groups Table — +~ —
J Data Function = | =
J Sort |T0 sort the report, drag colummns from raport groups or tables here
ﬂ|' I B BT N - B (IR B NI & BN BRI I
- Vel
Program BOC TC  Doc. ID SYS  Reference Info .
o 523303008 [2506 | DD |7161798N8 [Usso  [PETER DEMAS | 124000
- Tt
. Search Criteria: 2
ot
- FY: 20p
B uers =1 -
(BResults -
H Becin Budast Fv -
ﬂ Fund -
-H? -
~E Oroanization =1
~ B Renorting Ora 1 .
-0 Renorting Org 2
~H Proaram _
ﬂ BUC _I
H Document Mumber .
Hvendor Code LI _';I
g Feference Info k1| i u
- =2 Gl Account o . T AT 2|\ [7able Dimensions: Program * Bac * Transaction Code + =
g Userld Ezﬁzﬁ ggﬁiigz:igg hPArang:'aBmOC Dncument Mumher ¢ SYSTER + Beference Infn ¢ |
- Financial Amou . - =
~H Undelivered Diflars Report Groupd{Results): Boc ]I Table Facts: Undelivered Orders + Expended ltems =
o i =) Jmnt am f id = T Tt . : . .
| 12 Page(s) [Zoom: 100%

4. You should be able to view the section/category box which islocated in the lower left hand
corner of your screen. If thisisnot activated go to View and Section/Catalog. Y ou should now
see a description tree with Query, Results with all the results listed in the order placed by you in
the query section.
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Step 5:
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5. Scroll down to the Section/Category until you see the Fields section and <click> on the box
with the +, you should now see alist of fields beginning with field. Thisis the section we will
use to make our search criteria. Y ou will also useit to do other formatting such as adding the

date, time, totals, subtotals, page numbers, etc..
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Step 6:
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6. <Click> and drag the Field option into the Report Footer section of your report. You will
then have a box that says Empty/Field. If you double click on that field you will only get the
properties which allow you to change the font, size, number and alignment. In the middle bar
below your process button is a section with the words Sort, Expression, Groups, and Table, these
are toggle buttons which will bring up different selection criteria.

<Click> the word Expression. Underneath this bar and above the actual report will be aline
called Data Function which will have the word “ EmptyField”. In between the parenthesistype
in Search Criteria: and then <click> on the green check mark.

Note: Whenever you want wordsto show up in adatafield. You must use parenthesis and

don’t forget putting in spaces after the word, otherwise you will have wor ds and data
running together such as Fund:52,54.
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Section/Category section.

Insert Limit Walues

Query Sections:

[~ Include limit aperator
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Limit Names:

Fiscal Year

Fiscal Maonth
Transaction Code
Reporting Org 1
Reporting Org 2
Orgyanization
Frogram

Gl Account

Account Type =l

Cancel | Help |

7. a) Double <Click> on query which isbelow Field in the

7.b) A box with the limit Names
will appear <click> on Fiscal
Year and then <click> OK.

Insert the other requirements in the same manner, keeping in mind that the titles can be changed
for better clarification for the end users:

Fisca Year
Fiscal Month ( Must use the one from Query)
Reporting Org 1
Reporting Org 2
Organization
Program

BOC

Division

Fund
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Note: To put in criterianot in the Query Limits for example Fund, you should scroll to the top
of the Section/Category under Query, then Results. Under the Results are all the data elements
that you pulled into the results section. <Click> and <drag> Fund into Report Footer. Y ou will
have to add the name by <clicking> into the Data Function section before the formula. The
Formulais Tables("Results").Columns("Fund").Sum(currBreak). Y ou will <type>*Fund: “ +
(or open quotes, Fund, colon, space, close quotes, space, plus sign, space) . Make sureto put a
space after the plus and then <click> on the green check mark. Y our whole formulawill ook
likethis: “Fund: “ + Tables("Results").Columns("' Fund").Sum(currBreak)

Step 8:
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8. Tomakeit easier to read, insert acolon after Fiscal Year. To do this <click> on the Fiscal
Year box in the Report Footer. Go to the Data Function Section and after Fiscal Y ear, and
before the last parenthesis <type> in a colon and a two spaces and <click> on the green check
mark.
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